
Attachment 1.2-c 
Page 11 

STATE OF LOUISIANA E9 
DEPARTMENT OF CIVIL SERVICE PR 

P.O. BOX 94111, CAPITOL STATICIN 6 / 3 / 0 6
BATON ROUGE, LOUISIANA 70804-9111 

107390 

I
I 

MEDICAL ASSISTANCEPOLICY MANAGER 

FUNCTION OF WORK: 	 To plan,organize and administera sub-program/system of 
the Medical Assistance Program. 

LEVEL OF WORK: Manager. 

SUPERVISION RECEIVED: 	 Broad review from a Medical Assistance Program Assistant 
Manager. 

SUPERVISION EXERCISED: 	 Direct line over Medical Assistance Policy Supervisors and 
clerical staff. 

LOCATION OF WORK: 	 Department of Health and Human Resources; Office of 
Family Security; Medical AssistanceProgram; State Office. 

JOB DISTINCTIONS: 	 Differs from the Medical Assistance Policy Consultant 
series by the presence of responsibilityfor management of 
a Medical Assistancesub-program/system. 

EXAMPLES OF WORK: 	 Recommends changesandparticipates in the development
and implementation of policies, proceduresandrevisions 
of the Title XIX manual, state plan and fiscalintermedi
ary operations. 

Monitors andevaluates programoperationtoassure com
pliance with federalandstateregulations. 

preparesEvaluates and written comments on federal 
regulations.bydetermining impact upon present program
functions;initiateschangestoassure program compliance. 

Compiles dataandproposedbudgets for sub-program,
studies legislation,proposed determines programmatic
impact and composes responseforfiscalstatements and 
fiscalnotes. 

Reviews qualitycontrolfindings,participatesin correc
tive action planninginitiates reduceand changes to 
errors. 

Monitors effectiveness of correctiveactions and files 
annual correctiveactions reports. 

Contacts state employees and officials, generalpublic, 
groups, statelspecial interest and federal delegations

involving andexplanationdiscussion of policies and 
procedures. 

(over) 
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EXAMPLES OF WORK: (continued)
Develops and providestraining for field staff. 

Supervisessubordinateprofessional and/or clerical staff 
including work planning, performance appraisal,inter
viewing,training, etc. 

Makes recommendations on the appointment, promotion,
discipline or dismissal ofstaff' in accordance with the 
agency'srules. 

minimumQUALIFICATIONS:Two yearsprofessionalexperience at a supervisory level 
in social services. 
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I 
FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISION RECEIVED: 

SUPERVISION EXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

To clarify,interpretandsynchronize Medical Assistance 
program documentation for policy and/or system implemen
tation. 

Supervisor. 

General from a Medical Assistance PolicyManager. 

Direct supervisionover Medical Assistance Policy Consul
tants andclerical staff. 

Department of Health and Human Resources; Office of 
Family Security; Medical AssistanceProgram;State Office 

Differs from the Medical Assistance Policy Consultant 2 by
the responsibility for supervision of subordinate staff. 

Differs from the Medical Assistance Policy Manager by the 
lack of full responsibility for the management of a sub
program system. 

May serveasassistanttothe Medical Assistance Policy
Manager. 

Supervisessubordinateprofessionaland/or clericalstaff 
including work planning, performance appraisal,training, 
etc. 

Researchesandprepareswrittenresponsesto request:
forprogram and/or systemclarification. 

Researchesandanalyzesfederalregulationsandprepares
written recommendations forprogram/systems revision or 
refinement. 

andReviews, analyzes evaluates complex program and 
system reportstoassure compliancewith program regu
lations, cost effectiveness,contractualobligation, recom
mends changes in the program or in budget projections. 

Reviews individual control indicatingquality findings 
agreement or disagreement with qualitycontrolandparish
office clearancebywritten compliance. 

Participatesplanning,in developing, implementing and 
monitoring program/system policy. 

(over) 
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MEDICAL ASSISTANCE POLICYSUPERVISOR (continued) 

EXAMPLES OF WORK : (continued)
Researches and analyzesprovider billing practices via 
complex systemreports and/or on-sitevisits, andrecom
mends sanctions in accordance with state and federal 
regulations. 

minimumQUALIFICATIONS: 	 Two yearsofprofessionalexperience working with medical 
assistancepolicies and procedures. 
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~~~~ ~~ ~~~ 

MEDICAL ASSISTANCEPOLICYCONSULTANT 


FUNCTION OF WORK: To research, and ofinterpret assist in development
policies andoperationalprocedures in a specifically as
signed area in  Medical Assistance. 

LEVEL OF WORK: Journeyman. 

SUPERVISION RECEIVED: General from a Medical assistance Policy Manager or 
~ ~ 

Supervisor. 

SUPERVISIONEXERCISED: None. 

LOCATION OF WORK: 	 Department of Health and Human Resources; Office of 
Family Security; Medical AssistanceProgram;State Office. 

JOB DISTINCTIONS: 	 Differs from the Medical Assistance Policy supervisorby
the absence of supervisory duties;. 

EXAMPLES OF WORK: 	 Researchesandresponds in writingand/orverballyto 
requests for Medical Assistance policyclarification and 
interpretations. 

Recommends andassists in the development of changes in 
Medical Assistance policy and procedures. 

Researchesandanalyzesproviderbillingpractices/prob
lems of a complex natureand recommends program/system
changes as necessary. 

Analyzes and compiles data for various reports.. .  

Prepeyes user requests to correct program/systemprob
lems or to impliment changes

1 .  

Updatesand moni tors compuuterized reference f ;IC-: main
tained by thefiscal intermediary and/or the agency 

receivesinquiries from generalpublic,elected officials ,
federal and state employees regarding Medica) assistance 
eligibility and/or paymentpolicy and procedu;.c:... a d  
prepares responses. ' b 

Assists agency contract inphysicians me &:>/:::?id
decisionsrelatingtoreceipteligibility, purchase of ~'rwa
ble medical equipment and medical necessity of G.-' : : A S o  

%?solvesdiscrepanciesbetweenthe SDX file (SL:: recipi
ent)and the eligibility file for themedical '-. -...stance 
Program and prepares appropriate tori rections 

(over) 



MEDICAL ASSISTANCE POLICY CONSULTANT (continued) 
Attachment 1 .2 -C  

examples OF WORK: (continued) 
Page 16 

Reviewsthe SSI policy manual and theTitle XIX regu
lations and resolves any differences to prepare accurate 
manual material usedby local Eligibility Determinations 
Examiners. 

MINIMUM QUALIFICATIONS: Three years of professionalsocialserviceexperience. 

.. 
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FAMILYSECURITYPLANNING c o n s u l t a n t  

FUNCTIONOF WORK: 

LEVEL OF WORK: 

SUPERVISIONRECEIVED: 
~~ ~ 

SUPERVISION EXERCISED : 

LOCATIONOF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

To assistinthe development and implementation of the 
planningandevaluationsystem of the Office of Family
Security. 

Journeyman. 

General from a Family Security Planning Supervisor. 

None. 

Department of Health and Human resources; Office of 
Family Security. 

Differs fromFamily Security planning Supervisor by the 
absence of supervisoryresponsibility. -

Coordinates andreviews the development andissuance of 
procedures andpolicies and in compliance with state 

federal laws andregulations. 

Reviews andinterpretsstateandfederal legislation for 
impacton agencyprograms,budgetandpersonnel. 

Prepares appropriate impact statements. 

operating agencytheAssists units of the in design,

development andrevirion of forms andpublications. 


Disseminates policy change information to agencyperson

nel by memoranda, bulletinsandlor manual revisions. 


Preparesandcoordinates submission of policy changes to 

Louisiana Register for publication and adoption. 


Preparesand maintains thestate planforagency Pro

grams assigned assures ap
and that amendments are 
proved by proper authorities. 

MINIMUM QUALIFICATIONS:Two years of professional level experiencein social ser
vices or planning and program evaluation. 

SUBSTITUTIONS: A master's the ordegreebehavioral social sciences will 
substitute for one year of the experience. 
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RATEDETERMINATIONDIRECTOR 

FUNCTION OF WORK: To administer the rate setting program for DHHR. 

LEVEL OF WORK: Administrator. 

SUPERVISION RECEIVED: Administrative direction from an ,executive. 

SUPERVISION EXERCISED: 	 Line overprofessional and supportstaffincluding Rate 
Determination AssistantDirector. 

LOCATION OF WORK: 	 Department of Health and Human Resources, Office of 
Management and Finance. 

JOB DISTINCTIONS: 	 Differs from the RateDetermination AssistantDirectorby
having overall administrative responsibility. 

coordinates administers activitiesEXAMPLES OF WORK: 	 Directs, and the and 
functions of the system for rate setting for DHHR, which 
is a very complex, highly systemtechnical involving
variousoffices within the DHHR, amultitude of laws and 
regulations,over $200 million expenditures, and over 300 
providers of care. 

Plansandexecutes policiesand proceduresintherate 
setting system underauthority of federalandstate laws 
andregulations. 

Serves as a memberof the Rate Setting policy Committee, 
thestatecoordinating body for the DHHR Din rateset
ting. 

Coordinates ratesettingoperations with reviewactivities 
and monitoring activities thedoneoffices within 
DHHR. 

Performsliaisonfunctions with privateprovidergroupsr
individualprivateproviders,thestatebudget office, etc. 
for DHHR in regards to rate setting matters. 

Recommends totheSecretary of DHHR andtheAssistant 
Secretaries limits tobesetoverallratesforthe Depart
ment based on analysis of programmatic and fiscal impact. 

and the DepartmentalDirects coordinates response to 
appeals of rates byproviders,.includingconferences with 
the Secretary of DHHR ontroublesome situations. 

Verifiescomputer programsusedinpreparation of final 
rates and reports on statewide rates. 

(over) 
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EXAMPLES OF WORK : (continued) 
to Fate SettingDrafts legislation pertaining function; 

attendslegislative committee meeting totestifyregarding 
legislation. 

inconferences, andParticipates conventionstraining
sessions; meetswith executivepersonnel of facilities to 
discussandresolve problems. 

Confers with facility personnel (e. g. , administrators, 
accountants)toadviseandtrain with regardto policies,
procedures,rules,andregulations,develops and directs 
workshops, conferences,seminars, and meetings to 
desiminate information and instruct facilitypersonnel, 
program office personnel,AssistantSecretaries and other 
executives of DHHR. 

Directspreparation of budget material for presentationto 
administrativeofficialsandbudget committees. 

Analyzes the impact of federal,stateand local legislation,
advises officials, positionagency prepares 

presents testimony at Selectsand hearings.
assigns identifiesstaff, staff development 
assures that necessary training is obtained. 

Selectsstaffandassignsstaff,identifiesstaff 
ment needsandassuresthatnecessarytraining
tained. 

statements, 
staff and 

needsand 

develop
is ob-

Maintains records,preparesreportsandconductscorre
spondencerelative to the rate setting system. 

Conducts and directsstudiesandspecialprojectspertain
ing to the rate setting system. 

Any of the following is qualifying: 

1. 	 Twelve semester hours inaccountingplusfiveyears
levelprofessional experience in accounting or auditing

includingthreeyearsainsupervisorycapacity which 
includedexperiencein Medicare/Medicaid costreporting
andregulations. 

2. Eighteen semester hours in accountingplusfouryears
of professionallevel experience inaccounting or auditing
including yearsthree in capacity whichsupervisory
includedexperiencein Medicare/Medicaid costreporting
and regulations. 

3 .  Twenty-four semesterhoursinaccountingplusthree 
years of professionallevelaccounting or auditingexperi
ence in asupervisorycapacity which includedexperience
in  Medicare/Medicaid cost reporting and regulations. 

MINIMUM QUALIFICATIONS : 
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QUALIFICATIONREQUIREMENTS : (continued) 
Graduate training in accounting may besubstituted for 
the general experience on thebasis of thirty semester 
hours for one year of experience. 

4 .  Possession of a Certified Public Accountant's license 
plus two years of professional level accounting or auditing
experience a supervisory includedin capacity which 
experiencein Medicare/Medicaid cost reporting and r e p 
lations . 


